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JOB DESCRIPTION
Service Manager

Employer: 		The Ripple Project
Accountability: 	The Service Manager will be managed by the Director and through 			them be responsible to the Board of Trustees.
Workplace:  		Restalrig Lochend Community Hub
[bookmark: _GoBack]Salary: 		£34,201.00 (Pt 34 Band 33 to 40) prorata
Working Hours:	21.45 (0.6 FTE) flexible to include evening and weekend work 
Annual Leave: 	25 days plus 10 public holidays pro rata
Disclosure: 		PVG membership required
Probationary Period: six months from commencement of employment.
_________________________________________________________________________

The Ripple Context
The Ripple is a community anchor organisation led by local people that harnesses the skills and experience of its 200+ volunteers to provide a wide range of well-used services and opportunities.  Restalrig, Lochend & Craigentinny is a disadvantaged, vulnerable and fragile community, amongst the most deprived in Scotland, our individuals and families face the challenges that poverty, health, and social inequalities bring on a daily basis.
The Ripple adopts a holistic approach, we collaborate to develop services that are led by and grow in response to local need. We promote a culture of engagement and empowerment that focuses on the skills and experience within our community.
The Ripple is rooted in the local community, provides a focus and a ‘sense of belonging’ for an area with little other social or economic investment. Our aim is to tackle poverty and inequality by listening to and then taking action with local people to regenerate our community.  We respond to local priorities, circumstances and needs in a sustainable way to help the people of Restalrig, Lochend and Craigentinny to help themselves to:
· Reduce poverty
· Improve life chances and opportunities
· Live healthier lives
· Shape their own future
· Strengthen the role and offering of the Ripple
· Achieve shared ambitions through collaborative partnerships
· Contribute to a fair and just transition to a resilient climate and
· Feel valued, connected and influential
	                                	
Purpose of Job	To provide effective dynamic and inspirational leadership, guidance 			and direction to Ripple staff, and to deputise for the Director: 
			Ensure the achievement of the Ripple’s goals and objectives; 
		Manage the projects and services efficiently and effectively on a day-		to-day basis


Leadership 	
· Be an effective team player as a member of the Ripple’s senior management team
· Build and sustain positive relationships with identified key local partners and act as a champion for the Ripple.
· Develop, motivate and lead staff  to achieve the highest standards promoting
and building leadership capacity at all levels;

· Manage the core team and co-ordinate with other members of the senior management team to ensure the effective day-to-day running of projects for service users. 

· Deputise for the Director in leading the senior management team from time to time;

· Establish a nurturing and positive approach with staff to support vulnerable users, providing guidance and training to staff where required;

· Mentor and coach staff, oversee the recruitment of new staff, providing support, guidance and advice. Effectively delegate activity that encourages, motivates and develops the skills of the team.

Membership

· Coordinate and support events, including contributions to our members’ events.  This will include event planning, administration, evaluation and follow-up. 

· Research and take forward proposals for membership events and training seminars. 

· Lead on the creation and development of resources for members.

·  Provide the first point of contact for members by phone or email.  

· Welcoming and informing new and prospective members, supporting them to understand the Ripple’s role. 

· Provide regular updates to members and partners on key developments and project work and responding to queries. 

· Work with the senior management Team to support the ongoing monitoring and evaluation of membership satisfaction to reflect and improve on The Ripple’s membership activities. 

· Proactively reach out to prospective members, including work to promote the diversity of The Ripple’s members across different groups.

· Liaise with members and the wider third sector to seek further opportunities to expand The Ripple’s network through contributing the events and meetings. 

· Support the development of key policies and procedures for our membership. 

· Maintain, administer and develop membership contact database. 

· Maintain, administer and develop the membership section of the Ripple’s website. 

Project Delivery

· Evaluate, shape and manage a variety of projects and one-off events that fit with our strategy and alongside our regular programme;

· Ensure projects and events are delivered to a high standard through good budgeting and planning. 

· Effectively manage relationships and work with others on The Ripple’s senior management team to secure resources as needed;

All Posts
· To contribute to the development of a professional working and learning environment in the organisation

· To contribute to the organisations understanding of equalities and diversity and its implications for the community and to ensure this understanding informs all of the organisations activities

· To ensure adherence to the organisations policies and procedures with particular reference to safeguarding/child protection, equality, diversity and health and safety

· To work in a  flexible manner in line with the organisations social and corporate objectives and to be willing to undertake other duties as reasonably expected

	Skills, Abilities and Experience
	Essential
	Desirable

	Educated to degree level in a relevant field or equivalent experience
	E
	

	Staff management experience with the ability to motivate and manage others
	E
	

	Project management experience including achievement of project outcomes
	E
	

	Ability to understand budgets and accounts and financial monitoring processes
	E
	

	The ability to think and act strategically developing practical innovative and creative solutions to the management of strategic issues
	E
	

	Strong analytical, organization and prioritization skills
	E
	

	Excellent computer and internet skills and proficient in the use of office software and digital tools such as, but not limited to, Microsoft office and teams, google accounts, Canva, Social Media
	E
	

	Proactive self-starter with good decision making and time management skills, good networker who can source and build working relationships with new partners
	E
	

	Knowledge of relevant UK, Scottish government and local government polices
	
	D

	Funding environment awareness of public sector and charitable sector and of the social enterprise environment
	
	D

	Proven track record in strategic planning and supporting the decision making process through the provision of the provision of meaningful financial information and analysis
	
	D

	Excellent understanding of financial governance and risk
	
	D



	Qualities

	Open, supportive and visible management style with develops confidence, respect and the necessary team working the delivers high performance

	Solution oriented, self-motivated and outcomes driven

	A pragmatic problem solver with intellectual flexibility and agility to move easily between significant details and the bigger picture

	High standards of professional integrity with colleagues and other professionals

	A strong ethos to success and a belief that difficult challenges can be solved




Other Terms and Conditions
Any incremental rises or cost of living awards are dependent on the financial capacity of the charity and reviewed by the Board each financial year.
Pension: Auto-enrolment into Qualifying Workplace Pension Scheme (Aegon) which is a Group Stakeholder Pension Scheme – current contributions are 5% employer and a minimum 3% for employee.
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